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This instruction implements policy in Air Force Policy Directive (AFPD) 24-1, Personnel 

Movement; AFPD 24-2, Preparation and Movement of Air Force Material and AFPD 24-3, 

Management, Operation and Use of Transportation Vehicles. This instruction provides guidance 

to Reserve Aerial Port units on the responsibilities of the staff, as well as programs, training and 

deployments.  It applies to all Air Force Reserve aerial port units. Refer recommended changes 

and questions about this publication to the Office of Primary Responsibility (OPR) using the AF 

IMT 847, Recommendation for Change of Publication. Route AF IMT 847s from the field 

through the appropriate functional’s chain of command to HQ AFRC/A4OP. All waiver requests 

concerning this instruction must be routed through the appropriate functional chain of command 

to HQ AFRC/A4OP. This publication may be supplemented at any level, but all direct 

Supplements must be routed to the OPR of this publication for coordination prior to certification 

and approval.  Ensure that all records created as a result of processes prescribed in this 

publication are maintained in accordance with Air Force Manual (AFMAN) 33-363, 

Management of Records, and disposed of in accordance with Air Force Records Information 

Management System (AFRIMS) Records Disposition Schedule (RDS) located at 

https://www.my.af.mil/gcss-af61a/afrims/afrims/.  See Attachment 1 for a glossary of 

references and supporting information. 

SUMMARY OF CHANGES 

This document is substantially revised and must be completely reviewed. Major changes include, 

re-sequencing of chapters for flow of information. Content in all chapters have been researched 

for compliance with updated guidance. It defines roles for the Unit Training Managers in regards 

to the Logistics Compliance Assessment Program (LCAP). The chapter on Air Transportation 

http://www.e-publishing.af.mil/
https://www.my.af.mil/gcss-af61a/afrims/afrims
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Web Based Training has been deleted. A chapter has been created for the Self-Inspection 

Program.  
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Chapter 1 

ORGANIZATION OF AERIAL PORT UNITS 

1.1.  General.  This chapter outlines the organizational requirements for aerial port units.  The 

wartime mission forms the foundation of the organizational structure.  Essential peacetime 

training and support functions are added to allow maximum training for mission readiness. 

1.2.  Mobilized Organizational Structure.  Mobilized organizational structure is governed by 

wartime Operation Plans (OPLAN), Designed Operational Capability (DOC) statements, Unit 

Type Codes (UTC), and other applicable gaining command directives. 

1.3.  Training Organizational Structure.  Commanders evaluate OPLANs, DOCs, UTCs, the 

Global Assets Listing (GAL) and applicable directives to determine unit training objectives.  

Applicable directives include, but are not limited to: AFI 10-401, Air Force Operations Planning 

and Execution; AFI 10-403, Deployment Planning and Execution; AFMAN 24-204_IP, 

Preparing Hazardous Materials for Military Air Shipments, AMCI 10-403, Air Mobility 

Command (AMC) Force Deployment; and AMCI 10-401, Unit Type Code Management.  

Commanders organize their units to conduct effective and efficient training to meet their wartime 

mission IAW the UTC Availability Summary. 

1.4.  Program Support and Training Functions: 

1.4.1.  Commanders will ensure essential support and training functions are accomplished.  

Personnel assigned to additional duty positions vary by unit.  Individuals may be assigned 

primary duties in these positions once they are fully qualified (Training status code R) but 

must continue to receive proficiency training in their assigned mobility position.  Personnel 

assigned additional duties will be designated in writing by the commander.  Duties include 

but are not limited to: 

1.4.1.1.  Unit Deployment Manager (UDM).  Coordinate with host/support A5X for 

annual OPLAN review.  Administer unit plans, mobility, and readiness programs 

according to AFI 10-403, AMCI 10-403 and other applicable directives. 

1.4.1.2.  Unit Safety Monitor.  Administer unit safety program along with wing/host 

safety program according to AFI 91-202_AFRC Sup1, The US Air Force Mishap 

Prevention Program; AFI 91-301 and AFRC Sup, Air Force Occupational and 

Environmental Safety, Fire Protection, and Health (AFOSH) Program; AFI 91-302, Air 

Force Occupational and Environmental Safety, Fire Protection, and Health (AFOSH) 

Standards, and other governing directives. 

1.4.1.3.  Materials Handling Equipment (MHE) Training Monitor.  Develop unit MHE 

and other vehicle driver training programs according to AFI 24-301, Vehicle Operations, 

AFI 23-302, Vehicle Management; AFOSHSTD 91-46, Materials Handling and Storage 

Equipment; and AMCI 24-101 Volume 22, Training Requirements for Aerial Port 

Operations, and this publication. 

1.4.1.4.  Readiness Reporting Monitor.  Manage the unit Status of Resources and 

Training System (SORTS) IAW AFI 10-201 AFRC Sup 1, Status of Resources and 

Training System; the Aerospace Expeditionary Forces (AEF) Reporting Tool (ART) IAW 

AFI 10-244, Reporting Status of Aerospace Expeditionary Forces and the Defense 
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Readiness Reporting System (DRRS), IAW DOD Directive 7730.65, Department of 

Defense Readiness Reporting System (DRRS). 

1.4.1.5.  Security Manager.  Administer unit security and restricted area badge programs 

according to wing security programs. AFI 31-101, Integrated Defense (FOUO), AFI 31-

207, Arming and Use of Force by Air Force Personnel, AFI 31-501, Personnel Security 

Program Management, and other applicable directives. 

1.4.1.6.  Unit Training Manager (UTM).  Perform all UTM functions described in AFI 

36-2201, Air Force Training Program and this publication.  NOTE: This is an additional 

duty for units without a full time UTM or units where the position is currently vacant. 

1.4.1.7.  Unit Readiness Monitor.  Administer chemical warfare defense and disaster 

preparedness programs according to AFI 10-2501 and AFRC Sup, Air Force Emergency 

Management Program Planning and Operations; AFMAN 10-2602, Nuclear, Biological, 

Chemical and Conventional (NBCC) Defense Operations and Standards; AFPAM 10-

100, Airman’s Manual; AMCI 24-101, Vol. 22 and other applicable directives. 

1.4.1.8.  Ancillary Training Monitor. Manage and track the unit’s ancillary training 

program IAW AFI 36-2201. 

1.4.1.9.  Awards and Decorations Monitor. Manage and track the unit’s Awards and 

Decorations Program IAW AFI 36-2803, AFRC Sup, Air Force Awards and Decorations 

Program. 

1.4.1.10.  Unit Career Assistance Advisor (UCAA). Perform duties described in AFI 36-

2612, United States Air Force Reserve (USAFR) Reenlistment and Retention Program. 

1.4.1.11.  Air Transportation Standardization Evaluation/Quality Assurance 

(ATSEV/QA) Program Manager (UPM). Manage unit’s ATSEV/QA program IAW 

AMCI 24-101, Vol 20, Air Transportation Standardization Evaluation/Quality 

Assurance and this publication. 

1.4.1.12.  Joint Inspection (JI) Program Manager. Administers units’ JI Program in 

accordance with AFRC directives and AMCI 24-101, Vol 22.  Refer to USAF EC 

website for additional program administration information. 

1.4.1.13.  Self-Inspection Program (SIP) Manager. Manage unit’s SIP as directed by AFI 

90-201, Inspector General (IG) Activities and this publication. 
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Chapter 2 

AERIAL PORT AIR RESERVE TECHNICIAN (ART), ACTIVE GUARD RESERVE 

(AGR), AND SUPPORT STAFF 

2.1.  General.  This chapter outlines duties and responsibilities for Air Transportation (2T2X1), 

Knowledge Operation Management (3D0X1) and the Unit Training Technician (3S2X1) Air 

Reserve Technicians (ART) assigned to AFRC aerial port units. AGRs will follow the duties and 

responsibilities of their respective ART counterparts including those positions with AFSC 

substitutions, i.e. 3D0X1 substituted with a 3S0X1. In addition to core tasks, duties and 

responsibilities include, but are not limited to the following.    NOTE: Additional duties should 

not exceed 25% of individual’s time so that core tasks and primary duties can be accomplished. 

2.2.  Duties and Responsibilities: 

2.2.1.  Senior ART will: 

2.2.1.1.  Represent the unit commander in managing day-to-day aerial port programs and 

activities. 

2.2.1.2.  Direct, control, and monitor activities of unit assigned ARTs, as applicable. 

2.2.1.3.  Ensure unit’s Annual Training Plan (ATP) is developed by 1 Sep of each fiscal 

year. As a minimum, the ATP will contain:  UTA schedule, annual tour schedule with 

training offered at each location, proposed monthly training providing required duty 

section training with POC. Task Qualification Training (TQT), block/ancillary training, 

MHE recertification, and any exercises.  The ATP will be evaluated each UTA to 

coordinate the next UTA’s training requirements. 

2.2.1.4.  Prepare, monitor, and process SORTS/DRRS reports. 

2.2.1.5.  Prepare, monitor, and process the AEF UTC Reporting Tool (ART). 

2.2.1.6.  Analyze unit wartime taskings to determine nature and type of training required 

to support the most stringent tasking. 

2.2.1.7.  Coordinate unit readiness programs. 

2.2.1.8.  Disseminate tasking requirements to unit leadership and coordinate response 

with NAF/POC. 

2.2.1.9.  Coordinate unit deployment activities. 

2.2.1.10.  Provide coordination and guidance for unit personnel participating in 

training/readiness exercises 

2.2.1.11.  Validate qualifications of personnel submitted to support taskings. 

2.2.1.12.  Brief unit commander and key staff on unit status and events affecting unit 

readiness, OPLANS and changes involving unit tasking for readiness requirements. 

2.2.1.13.  Monitor and support all unit training. 

2.2.1.14.  Review/Validate all TR14s and Team Training Reports (TTR) prior to 

submission. 
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2.2.1.15.  Maintain liaison with NAF/Point of Contact (POC) and AMC aerial port 

Reserve Coordinators (RC). 

2.2.1.16.  Ensure TTR identifies transportation and logistics deficiencies for requested 

training. 

2.2.1.17.  Ensure Hazardous Material (HAZMAT), Load planning and JI certification 

data is entered into the Special Certification database located on the AFRC/A4RT 

website. 

2.2.1.18.  Coordinate and provide airdrop training support where units have an aerial 

delivery support branch. 

2.2.1.19.  Serve as primary resource advisor. 

2.2.1.20.  Develop annual Reserve Personnel Appropriations (RPA) and Operations and 

Maintenance (O&M) budgets, and approve expenditures. 

2.2.1.21.  Serve as program manager for unit man-day requirements. 

2.2.1.22.  Perform duties as primary unit supply/equipment custodian. 

2.2.1.23.  Ensure facilities, equipment, and training aids are adequate and available prior 

to a unit Unit Training Assembly (UTA); such as MHE, static aircraft, computers and 

transportation related systems, and training cargo. 

2.2.1.24.  Perform duties of unit Vehicle Control Officer (VCO) when vehicles are 

assigned to the unit. 

2.2.1.25.  Coordinate inter-service and host-tenant support agreements required to support 

the unit. 

2.2.1.26.  Serve as a subject matter expert for the aerial port and provide expertise to unit 

personnel. 

2.2.2.  Unit Training Manager (UTM) ART will: 

2.2.2.1.  In the absence of the Senior ART, perform duties as the Senior ART in 

managing all aerial port operations and mobility readiness. 

2.2.2.2.  Assist the Senior ART ensuring facilities, equipment, and classroom training 

aids are adequate and available prior to a unit UTA. 

2.2.2.3.  Provide coordination and guidance for unit personnel participating in local unit 

training/readiness exercises. 

2.2.2.4.  Review with Senior ART inter-service and intra-service support agreements 

required to support the unit training program. 

2.2.2.5.  Monitor and coordinate unit training to include, but not limited to: 

2.2.2.5.1.  Hazardous Materials handling training. 

2.2.2.5.2.  Annual Tour/UTA training schedules. 

2.2.2.5.3.  Transportation Proficiency Center (TPC) training. 

2.2.2.5.4.  Various hands-on training opportunities. 
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2.2.2.5.5.  Requested training courses (i.e. Mobile Training Team (MTT), formal 

schools, etc). 

2.2.2.5.6.  Seasoning Training Program (STP). 

2.2.2.6.  Notifying unit personnel of formal training information upon approval. 

2.2.2.7.  Assist annual tour Team Chiefs (TC) in preparing the TR14 and other documents 

required for training/deployment locations. 

2.2.2.8.  Validate training on the TR14 matches duty position requirements. Trainees 

should not be training in areas outside skill level upgrade and/or duty position 

requirements unless the member is 100% qualified. 

2.2.2.9.  Review and analyze the TTR for host support deficiencies associated with 

requested training. 

2.2.2.10.  Serve as the unit focal point for LCAP/Logistics Evaluation Assessment 

Program (LEAP) issues and visits. 

2.2.2.10.1.  Provide support to the HQ AFRC Aerial Port LCAP/LEAP teams 

conducting evaluations. 

2.2.2.10.2.  Track and report status and corrective actions for units with major/minor 

findings. 

2.2.2.10.3.  Point of Contact for units’ LCAP/LEAP Augmentees. 

2.2.2.10.4.  Schedule personnel for Logistics Enteprise Quality Assurance Course. 

2.2.2.10.5.  Coordinate random unit evaluations. 

2.2.2.11.  Review a minimum of 25% of TBA records for accuracy (i.e. ITP 

documentation, journals, and employee profiles) at least quarterly and brief the unit 

commander on results. Ensure 100% are reviewed annually. 

2.2.2.12.  Assist unit in preparing Annual Training Plan (ATP). 

2.2.3.  Knowledge Operation Management ART will: 

2.2.3.1.  Accomplish core task duties as outlined in the 3D0X1 CFETP. 

2.2.3.2.  Perform duties as outlined in Civilian Position Description. 
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Chapter 3 

AERIAL DELIVERY FLIGHT 

3.1.  General.  This chapter specifies the organization, mission, and operating requirements for 

aerial port units with an Aerial Delivery section. 

3.2.  Organization, Mission and Operations.  Aerial delivery organization, mission, and basic 

operations are found in applicable portions of AMCI 24-101, Volume 18, AMC Mobilized Aerial 

Port Forces and Aerial Delivery Flights, and AFI 13-210_IP, Joint Airdrop Inspection Records, 

Malfunction/Incidents, Investigations, and Activity Reporting. They support tactical unit moves, 

resupply, and aerial delivery of personnel, equipment, and supplies during peacetime operations. 

This is a peacetime only authorization/ requirement. 

3.3.  Guidelines: 

3.3.1.  Primary responsibility of the aerial delivery section is to support aircrew training. 

Duties include: building, loading, and rigging airdrop loads; packing and drying parachutes; 

scheduling and coordinating loading operations; performing airdrop inspections, material 

control, and drop zone (DZ) recovery. 

3.3.2.  Local flying squadrons are responsible for managing and supervising all activities at 

the DZ. Aerial port units provide personnel and vehicles for recovery of airdropped loads and 

transport of equipment to and from the DZ. Local guidelines determine procurement, 

management, accountability, and storage issues regarding DZ equipment. 

3.3.3.  The local flying unit is responsible for aircrew training for loadmasters assigned to 

aerial port units. The aerial port Senior ART will coordinate scheduling of training between, 

aircrew scheduler in the flying unit, and individual concerned. 

3.3.4.  The unit Senior ART/unit rigger will coordinate with the Aircraft Loadmaster Section 

to ensure sufficient airdrop training loads is available to meet the aircrews’ training schedule. 

Loadmaster personnel assigned to the aerial delivery section must complete J5AZA1A251 

0F5A, Airdrop Load Inspector Certification Course to perform final joint inspections on 

equipment and supply loads to be airdropped from aircraft. 

3.3.5.  The unit commander determines the required number of 2T2X1s to support aircrew 

airdrop training mission requirement. 2T2X1 personnel identified to support the Aerial 

Delivery Support Branch (ADSB) will train and become proficient in air/land cargo 

operations. Only 5-level or above personnel will be assigned to Aerial Delivery and must 

complete L9AZA2T251 00AA, Airdrop Specialist Course. 

3.3.6.  Per AFI 13–210_IP,  Air National Guard (ANG) and AF Reserve Command units, air 

transportation specialists (AFSC 2T2X1) or aircraft loadmasters (AFSC 1A2X1) who have 

successfully completed the US Army Quartermaster Center & School’s (USAQMC&S) 

Fabrication of Aerial Deliver Load Course (FADLC) or airdrop specialist phase of the 

Parachute Rigger Course may perform the before-loading inspection as the AF Joint Airdrop 

Inspector (AFJAI) and sign the before-loading inspection Air Force’s inspector block. A 

certified AFJAI (AFSC 1A2X1) must accomplish the after-loading inspection and sign the 

after-loading Air Force’s inspector block. The aircrew secondary loadmaster and the primary 

loadmaster, with MAJCOM approval, can accomplish the after-loading inspection on rigged 
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alternate method, zodiac loads only. The primary loadmaster does the loading and in-aircraft 

rigging. The secondary loadmaster will sign the Air Force’s inspector block on the Joint 

inspection record. This will be done only as an absolute necessity when there is no certified 

AFJAI available to conduct the after-loading inspection. 
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Chapter 4 

TRAINING DEPLOYMENTS 

4.1.  General.  This chapter identifies preparation and general actions necessary for aerial port 

unit/team training deployments i.e. UTA, Drive/Fly-aways, Annual Training (AT), and 

Exercises. This chapter also outlines references, guidelines, and responsibilities (NOT all-

inclusive). A deployment checklist is provided in Attachment 2. 

4.2.  Guidelines 

4.2.1.  Annual Training Tours. The scheduling process begins in the 4th Qtr of each fiscal 

year for the following fiscal year. (See Table 4.1) The scheduling process includes members 

from each NAF, HQ AMC, National Guard Bureau (NGB) and HQ AFRC/A4RT. 

4.2.2.  HQ AFRC/A4RT will initiate a planning schedule and coordinate it through the 

process outlined in Table 4.1. All tasked agencies must complete their actions by the 

indicated suspense date to ensure a viable product. 

4.2.3.  AT tours are used to obtain maximum hands-on training.  Team size depends on 

support capability of the training site and training needs of the deploying unit. An entire unit 

may be scheduled for AT to support an exercise (e.g. Patriot Hook, Global Medic, etc.) 

4.2.4.  To facilitate effective scheduling, unit commanders should consider the following: 

4.2.4.1.  AEF obligations. 

4.2.4.2.  Inspections (i.e. LCAP, Operational Readines Inspection (ORI), Operations 

Readiness Exercise (ORE), Compliance Inspection (CI), etc.) 

4.2.4.3.  Scheduling guidelines 

4.2.4.3.1.  To the greatest extent possible, schedule ATs at home station if required 

training is available.  Consider specialty training at home station as well. Units deploying 

off station must utilize the closest training location that can provide the needed training 

for each member on the team. 

4.2.4.3.2.  Units will not schedule more than 50 percent of unit authorized personnel 

to Outside Continental US (OCONUS) locations during the same fiscal year.  Units 

must provide strong justification, to schedule the majority of their personnel for 

OCONUS locations. 

4.2.4.3.3.  Only one transcontinental AT tour consisting of not more than 25 percent 

of the unit authorized personnel may be scheduled during a fiscal year. 

4.2.4.3.4.  The first priority for requesting individuals training during an AT tour 

should be skill level upgrade requirements and secondary priority should be each 

individual’s assigned UTC training requirements if not fully qualified in their UTC 

position. 

4.2.5.  Categories of Training: 

4.2.5.1.  High OPS tempo - Proficiency training with minimal upgrade training. 

4.2.5.2.  Low OPS tempo - Upgrade training with minimal proficiency training. 
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4.2.5.3.  Exercises - Combination of proficiency, upgrade and management opportunities. 

4.2.5.4.  Patriot Partners – Active port take overs with a combination of proficiency, 

upgrade and management opportunities may be used when preparing for deployments 

and inspections with AEF or ORI partners.  The full two weeks will be utilized when a 

Readiness Assessment Team (RAT) is scheduled. 

Table 4.1.  AT Planning Time Line. 

Action 

Office 
Action Suspense 

Units 

Start planning training requirements for fiscal year scheduling 

process. Each unit should start planning what will be needed for 

annual tours, dates and locations based on training needs. Until a 

master training schedule is received from the NAF, time frames 

should be approximate i.e. January, February, etc, for planning 

purposes. 

September 

AFRC/A4RT 
Create AT planning schedule based on FY calendar and forward 

to AMC units for priority input. 

4th Qtr of 

FY 

AMC Units 

Annotate schedule with priorities. AMC units will annotate the 

schedule with Priority Code 1, 2, or 3. Priority 1 indicating the 

High Ops tempo, Priority 2 indicating Low Ops Tempo and 

Priority 3 least need.  

4th Qtr of 

FY 

AFRC/A4RT Forward master schedule to NAFs and NGB. 
4

th
 Qtr of 

FY 

NAF/POC Forward master schedule to units. 
4th Qtr of 

FY 

Units 

Select locations/time frames. Coordinate input with Wg/XP and 

forward approved requests to NAFs. Unit/CCs determine their 

most urgent training needs and personnel availability for ATs 

throughout the FY. Use HQ AFRC/A4RT website to access the 

AMC RC information website. It provides information such as 

team size limits, available training, AFSC limits and other 

pertinent information crucial to planning tours for each AMC 

location. Coordinate with AMC host unit RCs to determine 

availability of training for AFSCs other than 2T2X1. Personnel 

with less than a three skill level will be scheduled for CONUS 

training sites only.  

1st Qtr of 

FY 
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NAF/POC 

Consolidate their respective unit's inputs and resolve any 

training location conflicts such as exceeding location size 

limitations etc. Each NAF will correspond with affected units to 

resolve conflicts prior to submitting a consolidated schedule to 

AFRC/A4RT. 

December 

of each year 

NAF/POC 
Provide unit inputs and submit to HQ AFRC/A4RT for 

consolidation on a master schedule. 

January of 

each year 

AFRC/A4RT 

Consolidates all inputs onto a master schedule and identifies any 

conflicts. A master schedule will be sent back to the NAFs/NGB 

with all conflicts identified to be resolved. 

4th week of 

January 

AFRC/A4RT 

Submit schedule into Single Mobility System (SMS) and obtain 

Deployment Review Board (DRB) approval. 

Deployments not approved by the DRB process will be returned 

to the NAF for resolution. 

1st week of 

June 

AFRC/A4RT Provide approved AT schedule to NAFs for distribution to units. 
4th week of 

July 

4.2.6.  Drive/Fly-away 

4.2.6.1.  Units must submit non-scheduled deployment requests to their appropriate NAF. 

Once the NAF POC validates these requests, they are forwarded to AFRC/A4RT using 

the AFRC/A4RT website for submission into SMS and presentation to the DRB. 

4.2.6.2.  UTA fly-away deployments are organic airlift only; no AFRC DRB commercial 

funding will be authorized. UTA drive-aways are permitted when the deployment 

destination is within reasonable driving distance. Unit Commanders may request UTA 

fly-away/drive-away deployment as deemed necessary. The use of five or more UTA 

periods (whenever possible) is recommended to maximize airlift, training facilities, and 

equipment at the deployed location.   NOTE:  Personnel cannot travel in a UTA status 

without being able to perform six hours of duty before or after travel to location. Units 

should consider using a DD Form 1610, Request and Authorization for TDY Travel of 

DoD Personnel, for travel with conversion into UTA status. 

4.2.7.  Patriot Partner Exercise 

4.2.7.1.  Patriot Partner Exercises are authorized for AT with primary emphasis on the 

Air Reserve Component’s (ARC) partial takeover of the active duty aerial port. The 

percentage of the takeover must be agreed upon by the active duty unit and the ARC units 

involved. These exercises provide the ARC with excellent management opportunities. 

4.2.7.2.  Patriot Partner exercises require additional coordination due to the number of 

participants. These participants may come from one or several AF Reserve and/or ANG 

units. When more than one unit is involved, a lead unit must be identified. The unit with 

the greatest number of participants will be designated as the lead unit. 

4.2.7.3.  The lead unit is responsible for conducting a Patriot Partner Planning Meeting to 

coordinate unit efforts and formalizing the Patriot Partner Plan. 
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4.2.7.4.  AMC aerial port locations requesting and/or agreeing to host a Patriot Partner 

must ensure on-base billeting is requested and secured through the host-base billeting 

office. Immediately following the DRB, AMC Aerial Port Reserve Coordinators will be 

provided a list of units and number of personnel participating in each Patriot Partner 

Exercise to coordinate lodging, government transportation to/from duty section, and 

dining facilities. Failure to do so may result in cancellation due to funding. 

4.2.8.  Exercise Deployments 

4.2.8.1.  All participation by AFRC unit personnel in exercise activity (e.g. Red Flag, 

Global Medic, Patriot Hook, etc.) will be tracked by HQ AFRC/A4RX. Unit(s)/personnel 

participating in a named exercise will submit a Deployment Review (DR) request IAW 

AFRCI 10-204. As a minimum, when a transportation request is not applicable, 

―Information Only‖ DR request will be submitted in SMS. 

4.2.8.2.  For operations and training activities that utilize the radio frequency spectrum, 

users must comply with AFI 33-118, Chapter 3, Electromagnetic Spectrum Management. 

Coordinate with the local frequency managers before operating any radio 

(UHF/VHF/FM/HF) equipment. 

4.3.  Approval Process Overview. 

4.3.1.  All training deployments requiring organic airlift must be approved by the DRB. 

AFRC/A4 will convene a DRB, as required. 

4.3.2.  Training deployments are entered into SMS. 

4.3.2.1.  Training deployments will be entered with an activity code of ―P‖ (Pending). 

Upon approval by the DRB, the activity code will be changed to ―A‖ (Approved) and 

electronically sent to AFRC/FGOC to solicit organic airlift during the Airlift Allocation 

Conference (AAC). 

4.3.2.2.  Home station or drive-away deployments will be entered with an activity code of 

―I‖ (Informational) in SMS. Once it has been briefed to the DRB, the activity code will 

be changed to ―B‖ (Briefed). 

4.3.3.  The AAC is held on a quarterly basis, to determine the availability of organic airlift. 

4.3.4.  If organic airlift is unavailable, and the deployment was approved for commercial 

travel funds, units will forward a request for funding using an automated worksheet found on 

the AFRC/A4RT web site under ARC Deployments. Funding for travel is divided into two 

categories: 

4.3.4.1.  CONUS - AFRC funded: Travel costs associated with stateside deployments, or 

to get team to/from Aerial Port of Embarkation (APOE) for OCONUS deployments. 

4.3.4.2.  OCONUS - AMC funded: Travel costs associated between the 

APOE/Commercial Gateway to the OCONUS training location. If AMC channel or 

charter (Patriot Express) flights are not available when team needs to travel, then AMC 

will provide travel funding door-to-door. Once commercial travel is procured, it will not 

be cancelled within 30 days of departure date, even if organic airlift becomes available. 

4.3.5.  Changes or cancellation of scheduled deployments must be coordinated through the 

NAF and training location to prevent adverse affects on host base (training location) 
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facilities, airlift requirements and funding allocations. Ensure justification is provided for 

cancellation/deviation from scheduled deployment. Use the Deployment Change Request 

worksheet found on the AFRC/A4RT web site under Aerial Port Deployments. 

4.4.  Unit Responsibilities for all Deployments. 

4.4.1.  Units must follow the guidance for all deployments (AT, UTA, base exercises, etc) as 

outlined in AFI 36-2254, Vol 1, Reserve Personnel Participation and AFI 10-403. 

4.4.2.  Unit Senior ART will: 

4.4.2.1.  Establish an SMS account (view only) through USTRANSCOM. 

4.4.2.2.  Review unit deployments through SMS to determine status, airlift, etc. 

4.4.2.3.  Initiate checklist (See Attachment 2) for each deployment and provide to the TC. 

4.4.2.4.  Ensure members have a GTC issued to them as prescribed by current GTC 

policy, for incurred expenses on all authorized deployments including AT/UTAs. Any 

member not in good standing with his/her GTC will need a letter from their Commander 

authorizing advance pay through the base FM. Use an AF 616, Fund Cite Authorization 

(FCA), is required by the host base FM. 

4.4.2.5.  Keep the commander and staff informed of deployment status. 

4.4.2.6.  Provide assistance to the deployment TC. 

4.4.3.  Deployment Team Chief will: 

4.4.3.1.  Confirm deployment information with the UDM and/or unit Senior ART. 

4.4.3.2.  Maintain and update the Deployment Checklist of required actions. Keep the 

Senior ART updated at all times. 

4.4.3.3.  Prepare the Annual Tour Training Plan. The Annual Tour Training Plan (ATTP) 

is used to communicate pertinent information to the host unit RC. It includes lodging 

requests, travel information, work assignments, type training required etc. Prepare this 

document in memorandum format (See Attachment 3). 

4.4.3.4.  Prepare the Training Request 14 (TR14) Aerial Port Deployment Personnel Data 

(See Attachment 4).  Use the "TRAINING REQUIRED"  column to indicate required 

training (use Career Field Education and Training Plan (CFETP) reference numbers) as 

identified by an individual’s supervisor. Validate the host unit’s training capabilities by 

using the active duty training matrix. See HQ AFRC/A4RT Website for link. 

4.4.3.5.  Ensure duty position or upgrade based training objectives are established for all 

team members including officers and Senior NCOs. Officers/SNCOs are encouraged to 

participate in the ANG/AFRC Junior Officer Orientation Program (AJOP), ANG/AFRC 

SNCO Training and Orientation Program (ATOP) while deployed on AT. Information on 

these programs can be found on the AMC RC Web Site. See HQ AFRC/A4RT Website 

for link. 

4.4.3.6.  Ensure the Senior ART reviews the TR14. Forward a copy of the TR14 and 

ATTP to the appropriate NAF/POC and AFRC/A4RT NLT 60 days prior to deployment. 
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4.4.3.7.  No later than 45 days before team arrival, submit the TR14/ATTP/Joint 

Inspectors & Load planning letters (See attachments 7&8) to the host unit RC and 

coordinate Global Air Transportation Execution System (GATES)/computer access. 

Provide Information Assurance Awareness Training (IAAT) letter to host unit RC. If, 

after coordinating with the host unit RC, you have any changes to the TR14/ATTP 

provide updated copies to AFRC/A4RT. 

4.4.3.8.  Failure to comply with requirements could result in cancellation of the 

deployment. 

4.4.3.9.  Request assistance from the Senior ART when: 

4.4.3.9.1.  There is a change in the support capability of the airlift; i.e., lack of 

seating, arrival/departure dates or maintenance delay. NOTE: An AT can be extended 

up to a total of 20 days, including travel, if transportation difficulties arise (See AFI 

36-2254, Vol 1). 

4.4.3.9.2.  Commercial funding is required for travel to/from deployment site. 

4.4.3.9.3.  Traveling on AFRC organic airlift, ensure preparation of passenger 

manifest IAW Defense Transportation Regulation (DTR) Part I, Passenger 

Movement. 

4.4.3.9.4.  Coordinating lodging with host unit RC identified on AMC’s website. 

Contract quarters may be used only if the supported unit/wing can fund the additional 

cost difference between on base and contract quarters. Lodging arrangements for 

AFRC personnel must be comparable with other TDY personnel at that location. 

4.4.3.9.5.  Requesting a security orientation and threat awareness briefing from the 

appropriate home station agency.This is accomplished prior to departing for an 

overseas location. 

4.4.3.10.  Ensure team members travel with: 

4.4.3.10.1.  Proper uniforms, safety equipment, and additional clothing/equipment. 

4.4.3.10.2.  Immunization record updated with immunizations required for the area of 

deployment. 

4.4.3.10.3.  Identification tags (dog tags). 

4.4.3.10.4.  Common Access Card (CAC). 

4.4.3.10.5.  Training documentation folder for each individual and any other 

documentation necessary to aid or accomplish training at the deployed location or as 

required by local policy. 

4.4.3.10.6.  AF Form 483, Certificate of Competency, (i.e. flight line proficiency 

cards). 

4.4.3.10.7.  AF Form 2293, US Air Force Motor Vehicle Operator Identification 

Card. 

4.4.3.10.8.  Appropriate AF Form 1199, USAF Entry Control Card (Restricted Area 

Badge). 
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4.4.3.10.9.  Valid civilian driver’s license. 

4.4.3.11.  Conduct a mid-tour evaluation with the host unit RC to identify problems or 

areas of concern. Resolve areas of concern with the host unit RC wherever possible 

before elevating through the chain of command. If problems persist , i.e. agreed training 

not available,the team chief must immediately notify the appropriate NAF/POC. Use the 

Team Training Report to identify problems or areas of concern not resolved prior to 

departure. 

4.4.3.12.  Upon return to home station ensure articles obtained from mobility stocks are 

returned to base supply. 

4.4.3.13.  Team Training Report (TTR). A TTR is required for all AT tours as well as 

UTA deployments. Units will utilize the online TTR for this requirement. The TTR must 

be completed NLT 30 days after the deployment or the next UTA following tour 

completion. Changes to a unit’s deployment schedule, or requests for travel funds, will 

not be processed if all TTRs have not been submitted as required. 
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Chapter 5 

AIR EXPEDITIONARY FORCE (AEF) 

5.1.  General.  This chapter outlines the processes, procedures and requirements for the AEF and 

Aerial Port Units. For detailed information refer to AFPD 10-4, Operation Planning: Air & 

Space Expeditionary Forces (AEF); AFI 10-401, Air Force Operations Planning and Execution;  

AFI 10-402, Volume 1,  Mobilization Planning and Personnel Readiness, and the AEF Online 

website 

5.2.  Guidelines: 

5.2.1.  The AEF mobilization process is initiated eleven months prior to the AEF 

vulnerability period. Participants in this process include HAF, Lead MAJCOM, HQ 

AFRC/Aerial Port Functional Area Manager (FAM), and participating units. 

5.2.2.  Units will source for qualified mobilized personnel or volunteers according to Unit 

Line Number (ULN)/Line number and line remarks designated in the Combatant 

Commander (CCDR) requirements worksheet or mobilization worksheet.  For all volunteers, 

approvals must be coordinated within respective wings. 

5.3.  AEF Responsibilities: 

5.3.1.  HQ AFRC/Aerial Port FAM will: 

5.3.1.1.  Act as the OPR for coordination, management and execution for all Aerial Port 

AEF deployments. 

5.3.1.2.  Provide the CCDR requirements/mobilization worksheet to the units for 

sourcing prior to the AEF rotation window. 

5.3.1.3.  Request requirements from Lead MAJCOM when additional volunteers are 

presented by the units. 

5.3.1.4.  Ensure all approvals are received from the wing Logisticis Readiness Squadron 

(LRS) prior to requesting requirements from Lead MAJCOM. 

5.3.1.5.  Submit the final worksheets to the Force Generation Center (FGC), identifying 

all aerial port CCDR requirements. 

5.3.2.  Units will: 

5.3.2.1.  Announce and procure volunteers/mobilized members for AFRC identified 

CCDR requirements. 

5.3.2.2.  Exhaust all unit resources to source mobilization requirements.  In the event 

identified unit cannot support all requirements, notify AFRC and LRS immediately. 

5.3.2.3.  Ensure necessary approvals of the squadron commander, LRS and wing 

commander.   NOTE: For commander and first sergeant lines, there are unique vetting 

procedures that must be followed to obtain final approvals. Refer to the AFRC/FGC 

vetting procedures checklist. 

5.3.2.4.  Ensure each volunteer/mobilized member complies with the line remarks in the 

assigned ULN. 
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5.3.2.5.  Submit Command Man-Day Allocation System (CMAS) requests NLT 30 days 

prior to RDD. 

5.4.  Consolidated Planning Schedule; 2 Year Buy timeline: 

Table 5.1.  Consolidated Planning Schedule; 2 Year Buy timeline. 

# Action Days from RDD 

1 

AFRC Aerial Port FAM sends notional 

spreadsheet with requirements and locations to 

units. 

NLT 300 days prior to RDD 

2 

Aerial Port FAM and units postured in the 

appropriate tempo band will determine the 

responsibility of each unit according to locations 

and UTCs (requirements). 

NLT 240 days prior to RDD 

3 

Units solicit volunteers and acquire approvals for 

their requirements and send completed 

spreadsheets back to Aerial Port FAMs. 

NLT 180 days prior to RDD 

4 

Units not in postured applicable tempo band may 

apply for any unfilled requirement.  If all 

applicable requirements are filled, AFRC/Aerial 

Port FAM will work with Lead MAJCOM to 

procure an available requirement.  

NLT 150 days prior to RDD 

5 

Senior Leadership of the deployment teams will 

contact the deployed locations.  AEF Pre-

Deployment Workshop.   

NLT 60 days prior to RDD 

6 

All CMAS requests input. Units are encouraged to 

submit CMAS requests as soon as requirements 

are visible in DCAPES and volunteers are 

identified. Upon receipt of CMAS, authorization 

orders should be published.  This will ensure 

personnel who have the desire to utilize early 

TRICARE have that opportunity as early in the 

process as possible. 

NLT 30 days prior to RDD 

5.5.  Rotational/Emergent mobilization worksheets will be processed  IAW AFI 10-402. 
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Chapter 6 

MILITARY PERSONNEL APPROPRIATION (MPA) MAN-DAY PROGRAM 

6.1.  General.  This chapter outlines the responsibilities regarding support for the MPA program. 

The primary purpose of the MPA program is to provide qualified and trained personnel to 

support active duty tasking outside the normal scope of AEF according to AFI 36-2619, Military 

Personnel Appropriation (MPA) Man-Day Program. All MPA support requests must be 

coordinated through NAF/POC and HQ AFRC/A4RT. 

6.2.  Responsibilities: 

6.2.1.  HQ AFRC/A4RX will: 

6.2.1.1.  Create a tasking worksheet based on requirements received from requesting 

MAJCOMs, as well as other sources, and distribute to each unit. 

6.2.1.2.  Receive volunteers’ personnel data from supporting unit and verify tasking 

requirement is met. 

6.2.1.3.  Submit volunteers’ name and personnel data to the requesting MAJCOM/Unit 

for their approval and funding. 

6.2.2.  Unit Commander will: 

6.2.2.1.  Consider AEF commitments before submitting for approval of any MPA/RPA 

requests. 

6.2.2.2.  Establish a policy and checklist for screening personnel volunteering for man-

days. 

6.2.2.3.  Checklist items should include as a minimum: 

6.2.2.3.1.  Screening for sanctuary zone. 

6.2.2.3.2.  Skill level qualifications. 

6.2.2.3.3.  Career Development Course (CDC) status. 

6.2.2.3.4.  MHE currency. 

6.2.2.3.5.  Medical/dental wellness. 

6.2.2.3.6.  Air Force Physical Fitness. 

6.2.2.3.7.  Security clearance. 

6.2.2.3.8.  Restricted area badge. 

6.2.2.3.9.  Flight-line driving permit. 

6.2.2.3.10.  Valid state driver's license. 

6.2.2.3.11.  AF Form 55, Employee Safety and Health Record. 

6.2.2.3.12.  Employee Safety and Health Record. 

6.2.2.3.13.  Number of man-days performed during current fiscal year. 
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6.2.2.3.14.  Uniforms. 

6.2.2.3.15.  Travel arrangements. 

6.2.2.3.16.  Special items pertaining to deployment location. 

6.2.2.3.17.  Forward a copy of the volunteer’s orders to the Wing MPF. 

6.2.2.3.18.  Government credit card status. 

6.2.2.3.19.  Report all members on approved MPA orders to the AFRC Aerial Port 

FAM. 

6.2.3.  Unit Senior ART will: 

6.2.3.1.  Ensure all CMAS requests are coordinated NLT 30 days prior to departure date, 

when applicable. 

6.2.3.2.  Ensure support requests made directly to units are vetted through the AFRC Aerial 

Port FAM prior to approval. 

6.2.3.3.  Coordinate all Volunteer Reserve System II (VRSII) requests with the AFRCAerial 

Port FAM prior to approval. 

6.2.3.4.  Ensure no members depart for deployment location without approved orders.   

NOTE:  All AMC requirements must be filled before AFRC will accept volunteers to fill 

any other MAJCOM's taskers.  Personnel filling non-AMC requirements may be re-directed 

from current MPA tour to fill an AMC requirement. 
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Chapter 7 

TRAINING MANAGEMENT AND ADMINISTRATION 

7.1.  General.  This chapter establishes guidelines for Air Force Reserve aerial port training 

management and administration. Reference AFI 36-2201 and AMCI 24-101, Volume 22 for 

training requirements to identify primary approaches to training and to provide guidance for 

conducting training. Ensure completed training is properly documented in TBA. All personnel 

including Senior NCOs who perform duties commensurate with the Air Transportation AFSC, 

must maintain an active Individual Training Plan (ITP) within TBA showing tasks currently 

qualified to perform. 

7.2.  Training Sources. 

7.2.1.  Audiovisual Media. Audiovisual media is effective in providing technical data and 

transitioning students from an academic learning environment to actually performing in the 

field. They enable students to view workplace activities otherwise un-adaptable to the 

conventional classroom environment. 

7.2.2.  Advanced Distributed Learning Service (ADLS). Ancillary and functional web-based 

training is available. Refer to the ADLS website. 

7.2.3.  Transportation Proficiency Center (TPC). Offers training to support aerial port basic, 

refresher and specialized training requirements through in-residence courses, Distance 

Learning Center (DLC) and MTT. 

7.2.4.  Web Based Training (WBT).  WBT provides web-based publication and may be used 

in conjunction with other media. See HQ AFRC/A4RT Website for link. 

7.2.5.  Qualification Training Package (QTP). Publication package designed for use at the 

unit level to train and certify individuals in specific duty position requirements. See HQ 

AFRC/A4RT Website for link. 

7.3.  Responsibilities:  The responsibilities listed are in addition to AFI 36-2201. 

7.3.1.  HQ AFRC/POC will: 

7.3.1.1.  Identify and forecast training requirements for aerial port 2T2 personnel. 

7.3.1.2.  Approve/disapprove local development of training media. Send final notification 

directly to the requesting unit and information copies to appropriate NAF/POC and 

A1KO. 

7.3.1.3.  Ensure the TPC maintains current curriculum. 

7.3.2.  NAF/POC will: 

7.3.2.1.  Identify and coordinate training requirements and procedural changes to HQ 

AFRC/A4RT. 

7.3.3.  Unit Commanders will: 

7.3.3.1.  Designate and identify in writing, a UTM to administer the Unit Training 

Program if a full time training technician has not been hired. A copy of the UTM 

appointment letter is forwarded to the Wing Training Office. 
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7.3.3.2.  Ensure additional duty UTM attends training, provided by the Wing Training 

Office and is documented in the member’s AF Form 797, Job Qualification Standard 

Continuation/Command JQS. Training sessions for 3S2X1 and additional duty UTMs are 

conducted and documented during each quarterly meeting. 

7.3.3.3.  Ensure additional duties do not detract from primary duties. 

7.3.3.4.  Ensure training is accomplished using QTPs for all duty position training. 

7.3.3.5.  Ensure training is properly documented and maintained in TBA. NOTE: Contact 

NAF POC for TBA issues/questions. 

7.3.3.6.  Ensure trainers have been recommended by their supervisor as qualified to 

perform the task being trained and have completed the Air Force Training Course 

(AFTC). 

7.3.3.7.  Ensure UTM performs periodic evaluations of instructors. 

7.3.3.8.  Ensure 3-levels in upgrade training are informed in a timely manner of  STP as 

referenced in the STP guide on AFRC/A1 CoP.   NOTE:  The above requirements must 

be followed, along with all applicable requirements outlined in AFI 36-2201. 

7.3.4.  Unit Training Manager (UTM) will: 

7.3.4.1.  Administer and control tests effectively and use appropriate security guidelines. 

7.3.4.2.  Send training suggestions through NAF/POC to HQ AFRC/A4RT to ensure 

appropriate program changes are validated and/or approved. 

7.3.4.3.  Submit a copy of locally developed training media through NAF/POC to HQ 

AFRC/A4RT to ensure appropriate program changes are validated and/or approved. 

7.3.4.4.  Conduct the Air Force Trainers’ Course. 

7.3.4.5.  Review student critiques to evaluate instructor/class effectiveness. 

7.3.4.6.  Compile a list of classroom no-show personnel and forward to unit management 

staff. 

7.3.4.7.  Assist with development of unit Master Training Plan (MTP) and Master Task 

Listings (MTL) for each work center. 

7.3.4.8.  Assist during the development of training schedules on an annual basis. Plan and 

schedule according to operational/deployment requirements, personnel and equipment 

availability. 

7.3.4.9.  Monitor STP as referenced in the STP guide found on the AFRC/A1 website. 

7.3.5.  Supervisors will: 

7.3.5.1.  Ensure to the greatest extent possible WBTs are completed at home station prior 

to participating in deployed training. The supervisor is responsible for ensuring maximum 

on-the-job training (OJT) not available to personnel at home station. 

7.3.6.  Trainers will: 

7.3.6.1.  Record student attendance and forward attendance roster and a list of no-show 

personnel to supervisors and UTM. 
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7.3.6.2.  Use approved training media only. 

7.3.6.3.  Ensure student critiques are completed. Forward critiques to the UTM for 

review/action. 

7.3.6.4.  Ensure students complete and pass appropriate QTP test assessment located on 

the AMC ADLS site. 

7.3.7.  Trainee Responsibilities. The trainee is the focal point of the AF training program. 

Trainees must make every effort to become qualified to perform in their duty position. The 

success and quality of trainee training greatly depends on the relationship between the 

supervisor, trainer, and trainee. Trainees will: 

7.3.7.1.  Actively participate in all opportunities for upgrade and qualification training. 

7.3.7.2.  Comprehend the applicable CFETP requirements and career path. 

7.3.7.3.  Obtain and maintain knowledge, qualifications, certifications, and appropriate 

skill level within the assigned specialty. 

7.3.7.4.  Budget on- and off-duty time to complete assigned training tasks, particularly 

CDCs and self-study training requirements, within established time limits. 

7.3.7.5.  Request assistance from the supervisor, trainer, and UTM when having difficulty 

with any part of training. 

7.3.7.6.  Acknowledge and document task qualification upon completion of training. 

Documenting task qualification serves as an official certification of proficiency, 

certifying the individual is accountable for task performance IAW the governing 

publications. 

7.3.7.7.  Understand their deployment/UTC, and home station requirements. 
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Chapter 8 

FORMAL TRAINING (SCHOOLS) 

8.1.  General.  This chapter complements AFI 36-2254, Volume 2, Reserve Personnel 

Participation and Training and Volume 3, Reserve Personnel Telecommuting/Advanced 

Distritubed Learning (ADL) Guidelines and AFRCI 36-2203, Developing, Managing, and 

Conducting Reserve Training. It provides guidance and clarifies procedures and responsibilities 

for aerial port personnel participating in formal training. HQ AFRC/A4RT validates Reserve 

aerial port requirements based on individual unit requirements. 

8.2.  Course Quota Utilization.  Maximum effort must be made to ensure formal school quotas 

are filled as scheduled. The servicing wing training office and appropriate NAF/POC must be 

notified immediately when a scheduled student becomes unavailable and an eligible substitute 

cannot be designated. All student replacements must be coordinated through the wing training 

office and approved prior to attending the course. School quota cancellations are made according 

to AFI 36-2254 and AFRCI 36-2203. 

8.3.  Mobile Training Teams (MTT): 

8.3.1.  Coordinate all MTT requirements through the appropriate NAF/POC to HQ 

AFRC/A4RT for consolidation and approval. 

8.3.2.  The host organization is responsible for providing all necessary classroom facilities, 

rental vehicles, u-drive it, off base billeting, (based on requested MTT), and funding MTT 

instructor TDY costs if the request is for an out-of-cycle class. 

8.4.  Responsibilities: 

8.4.1.  HQ AFRC/A4RT will: 

8.4.1.1.  Solicit MTT requirements from NAF/POCs to ensure sufficient training 

opportunities are requested. 

8.4.1.2.  Validate and coordinate all aerial port training requirements with appropriate 

agencies. 

8.4.1.3.  Make final determination on the use of MTTs to include locations and dates. 

8.4.1.4.  Monitor formal school training opportunities. Advise NAF/POCs of available 

training quotas. 

8.4.2.  NAF/POC will: 

8.4.2.1.  Request, validate and forward training requirements from units to HQ 

AFRC/A4RT. 

8.4.2.2.  Ensure units forecast their formal training requirements annually (as a minimum) 

to allow for proper coordination and staffing. 

8.4.2.3.  Notify all units of training quotas as they become available. 

8.4.2.4.  Ensure formal training (to include MTTs) quotas are effectively used as 

scheduled. 



AFRCI24-101  3 DECEMBER 2012   27  

8.4.3.  Unit Commander will: 

8.4.3.1.  Ensure the unit forecasts annual requirements for the following year. Coordinate 

with local budget office to ensure adequate funds are available to support training 

requirements. 

8.4.3.2.  Establish procedures to ensure allocated quotas are filled or returned at least 30 

days prior to the class start date to allow use by another organization. 

8.4.3.3.  Ensure training requests are processed through proper channels to include the 

wing training office. 

8.4.4.  Unit Training Manager will: 

8.4.4.1.  Develop a forecast of annual school requirements following procedures 

established by local wing/support training office. 

8.4.4.2.  Ensure all training requests are accurate and training prerequisites/requirements 

are met prior to submitting an AF Form 101, Reserve Requirements for School Tours of 

Active Duty for Training, through Wing Training to AFRC/A1K for Training Line 

Numbers (TLN). 

8.4.4.3.  Publicize training information throughout the unit. 

8.4.4.4.  Send unfunded requests for formal schools through the wing education office if 

funding is not available. 

8.4.4.5.  Coordinate all MTT quotas through NAF/POC to HQ AFRC/A4RT before 

submitting AF Form 101 through wing/support training office for a Training Line 

Number (TLN). MTT cancellations/substitutions must also be sent through NAF/POC to 

HQ AFRC/A4RT. 
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Chapter 9 

AIR TRANSPORTATION STANDARDIZATION EVALUATION (ATSEV) QUALITY 

ASSURANCE (QA) 

9.1.  General.  This chapter provides guidance for standardization of training in Reserve aerial 

port units. It covers ATSEV/QA programs, implementation, maintenance, and program 

guidance. It is to be used in conjunction with AFI 36-2201 and AMCI 24-101, Volume 20, Air 

Transportation Standardization Evaluation (ATSEV) Quality Assurance and Volume 22, 

Training Requirements for Aerial Port Operations.  Aerial port personnel assigned to LRS will 

follow reporting guidance in AFI 20-112, Logistics Readiness Squadron Quality Assurance 

Program (LRS QA) 

9.2.  Objective:  This chapter has been written as a modified version of AMCI 24-101, Vol 20.  

It establishes standardized training and provides the tools to train and evaluate air transportation 

personnel and processes. Specific program objectives are: 

9.2.1.  Standardize unit-level duty position qualification training. 

9.2.2.  Compliance with appropriate operational, training, and administrative directives. 

9.2.3.  Assess air transportation personnel’s qualifications and capabilities. 

9.2.4.  Identify trends and recommend actions. 

9.2.5.  Competent workforce that is accountable and responsive. 

9.2.6.  Safe people, equipment and procedures. 

9.3.  Responsibilities. 

9.3.1.  HQ AFRC/A4RT will: 

9.3.1.1.  Review recommendations/changes to the QTPs and Training Assessments (TAs) 

and forward to HQ AMC/A4TR as needed. 

9.3.2.  Unit commanders will: 

9.3.2.1.  Ensure prioritized training in accordance with IAW AFI 36-2201. 

9.3.2.2.  Establish an ATSEV/QA Program. 

9.3.2.3.  Designate in writing the UPM and evaluators. Appointment letters will be 

maintained in the ATSEV/QA office station files. 

9.3.2.4.  Ensure process evaluations are completed to demonstrate the level of squadron 

proficiency. This can be accomplished through simulated scenarios, performance 

assessment of equipment operations and active duty evaluations. 

9.3.2.5.  Ensure 25 percent of unit personnel are evaluated per quarter,  equaling  100% 

of the unit personnel annually. Ensuring 100% of all duty and core tasks within a 

functional area are evaluated annually. 

9.3.2.6.  Define in writing, a response policy for all failed evaluations. 

9.3.2.7.  Review metric and trend data on a quarterly basis. 
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9.3.2.8.  Ensure an annual self-inspection of the unit’s ATSEV/QA Program is 

conducted. 

9.3.3.  ATSEV/QA UPM will: 

9.3.3.1.  Be a SNCO with a 7-skill level or higher. 

9.3.3.2.  Manage the unit-level ATSEV/QA Program. 

9.3.3.3.  Nominate the most knowledgeable personnel within the unit to serve as 

ATSEV/QA Evaluators and ensure personnel meet all requirements of the position. 

9.3.3.4.  Ensure TAs are administered and supervised by a SNCO or UTM, in a 

distraction free environment.  TAs will be administered only within the units’ facilities. 

9.3.3.5.  Record the TA score prior to completing the Task Evaluation Checklist (TEC). 

9.3.3.6.  Ensure each evaluation is entered into the ATSEV Tracking Tool located on the 

HQ AFRC/A4RT website. https://webapps.afrc.af.mil/a4/a4r/a4rt/atsev/default.aspx 

9.3.3.6.1.  A hard copy of each evaluation must be maintained for a minimum of six 

months. 

9.3.3.6.2.  Ensure evaluation closing remarks and dates are annotated for each 

evaluation entered into the tracking tool. 

9.3.3.7.  Track all failed observations until resolved. Comply with the squadron 

commander’s response policy for failed evaluations, to avoid overdue or overlooked 

replies. All open items will be given an Estimated Closure Date (ECD) for tracking 

purposes. Inform unit leadership on all late replies and repeat findings. 

9.3.3.8.  Create a Continuity Binder/Electronic file.  As a minimum, the binder/electronic 

file will consist of Commander’s Letter of Appointment for ATSEV UPM and 

Evaluators, MTP and MTL for each section. 

9.3.3.9.  Provide a monthly summary of evaluations to the unit commander. 

9.3.3.10.  Ensure ATIIs are reviewed and appropriate action(s) taken. 

9.3.3.11.  Ensure work center trainers use current QTPs from the HQ AMC/A4RT 

ATSEV-QA web page. 

https://www.my.af.mil/gcss-af/USAF/AFP40/d/1074111948/Files/a4t/a4tr/atsev/qtp/hello.html 

9.3.3.12.  Ensure supervisors are knowledgeable of and are using Personnel Evaluations 

(PEs) to determine an individual’s knowledge level when required. 

9.3.3.13.  Complete the Air Force Training Course. 

9.3.4.  ATSEV Evaluators will: 

9.3.4.1.  Be no less than a 7-skill level with a minimum rank of MSgt and QTP trained on 

all processes they evaluate. 

9.3.4.2.  Reflect the highest standards of military bearing and professionalism; be 

impartial, objective, constructive, and consistent in all evaluations. 

https://webapps.afrc.af.mil/a4/a4r/a4rt/atsev/default.aspx
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9.3.4.3.  Not serve as an extension of the workforce (aerial port flights are exempt from 

this requirement) and will not provide assistance (i.e. ground spotting duties, verify 

vehicle lights are operable, etc.) during an evaluation. 

9.3.4.4.  Comply with all requirements listed in paragraphs 9.4.11 through 9.4.18 of this 

publication. 

9.3.4.5.  Provide introductory and post-evaluation feedback to personnel, as appropriate 

to the evaluation. 

9.3.4.6.  Offer guidance/suggestions as needed during the post-evaluation feedback 

session. 

9.3.4.7.  Complete the Air Force Training Course.     NOTE:  HQ AFRC/A4OP conducts 

the Logistics Enterprise Quality Assurance Course. Dates and locations for the class are 

announced as they become available.  This course is not mandatory but does provide 

training on how to evaluate personnel. 

9.3.5.  Work center trainers will: 

9.3.5.1.  Meet all requirements listed in AFI 36-2201, AMCI 24-101, Vol. 22, and this 

publication. 

9.3.5.2.  Plan, conduct and document training using current QTPs. 

9.3.5.3.  Be QTP trained, proficient and know the most current policies and procedures 

on the tasks/processes for which they train others. 

9.3.5.4.  If authorized, by UPM, administer the TA IAW paragraph 9.3.4.4.  Ensure only 

the trainee is given access to it during the testing portion.  NOTE:  TAs will not be 

administered to a trainee by the individual(s) who provided training to them. UPMs may 

choose to use trainers from other sections to administer the TA. 

9.3.5.5.  Complete the Air Force Training Course. 

9.4.  ATSEV/QA Program Guidance. 

9.4.1.  Training.  A key facet of a unit’s training program is individual job qualification 

training. OJT ensures individuals are qualified to perform specific duties and tasks associated 

with their current duty position. ATSEV and the use of QTPs create a standardized training 

program. 

9.4.2.  QTPs are training packages designed to aid trainers and evaluators in the evaluation 

process. QTPs contain either Task Training Guides (TTGs) or Knowledge Training Guides 

(KTGs). 

9.4.2.1.  Task-oriented QTPs consist of a TTG, lesson plan, TA and a TEC. The TTG is a 

training guide used by the trainer. It includes: task number, training objectives, training 

references, prerequisites/requirements/equipment, an estimated completion time, and 

training steps. The TEC is an evaluation that contains a task checklist and blocks for 

annotating compliance. 

9.4.2.2.  Knowledge based QTPs consist of, at a minimum, a KTG. Not all Knowledge 

based QTPs include a Lesson Plan, TA and/or a TEC. It does include task number, 

training objectives, training references, and prerequisites. 
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9.4.3.  TAs are administered IAW paragraphs 9.3.4.4 through 9.3.4.7. of this publication. 

9.4.4.  Individuals who do not meet minimum test score requirements or who do not 

satisfactorily complete the TEC will continue with training until the requirements are met. 

The UPM and supervisor will determine if re-training will be accomplished by the same 

trainer.   NOTE:  At no time will the score of an individual’s TA be used as a basis for job 

performance. The TA is used to ensure training was properly conducted and the required 

knowledge was attained. 

9.4.5.  For personnel trained by active duty trainers, completed TECs will be given to the 

Reserve Team Chief for documentation in TBA and include training data in the TTR. 

9.4.6.  Units must use QTPs for all duty position training. This requirement also applies to 

TDY personnel. 

9.4.7.  When personnel change to a new duty section, they must be entered into duty position 

training using the appropriate QTPs in their new MTL. Personnel must also undergo a PA 

before taking on any task within the section. During the PA, if it is determined QTP training 

has not been completed for that specific task; training must be re-accomplished using the 

QTP. AMCI 24-101, Volume 22, Section C addresses the PA, mandates entry in the 

individual’s training record, and provides additional guidance. NOTE: PAs will be 

accomplished on personnel that have not performed in their duty position for at least six 

months. (i.e. Security Forces augmentee, etc.). 

9.4.8.  Individuals previously trained with an earlier QTP, who cannot complete the PA will 

be entered into training using the current QTP. 

9.4.9.  All personnel, including Senior NCOs providing training must have completed the 

current QTP and documented in TBA with a journal entry. 

9.4.10.  MHE Evaluations.  Safe and proper MHE operation is of the utmost importance. To 

ensure personnel remain proficient on the vehicles used within their duty section all operators 

must receive an annual evaluation for each vehicle on their license. Evaluators are not an 

extension of the workforce and will not provide assistance to the individual being evaluated. 

Individuals who fail to successfully complete the evaluation will be provided training in 

deficient areas. Individuals will be re-evaluated once the training is complete. All annual 

MHE evaluations must be properly documented in TBA. 

9.4.11.  Evaluations.  This is the formal process to ensure effectiveness of air transportation 

processes and identify areas for improvement. They provide leadership with factual 

information about the health and effectiveness of the unit and training. Accurate assessments 

of personnel proficiency and processes are critical to measuring unit effectiveness. 

9.4.12.  Process evaluations are assessments of procedures required to accomplish the unit’s 

mission. Every effort should be made to evaluate personnel in the performance of their 

transportation duties. Safety is paramount in all processes and evaluations. 

9.4.13.  All personnel involved in performing the process are subject to evaluation, to include 

Senior NCOs. 

9.4.14.  There are two evaluation categories: Personnel Evaluation (PE) and Quality 

Verification Inspection (QVI). 
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9.4.14.1.  A PE is an evaluation of an activity as it is being performed. The focus of these 

is typically on the process or the person/team performing the task/process. 

9.4.14.2.  A QVI is an evaluation of a completed task. QVIs will only be accomplished 

for a process that can be adequately measured after completion. Do not perform QVIs on 

processes that require direct observation to determine proper accomplishment 

9.4.15.  Rating Criteria. Assign one of the following ratings to every process evaluation: 

9.4.15.1.  A Pass rating indicates the process met the acceptable standard. 

9.4.15.2.  A Fail rating indicates the process did not meet acceptable standards due to 

major findings or minor findings exceeded the Acceptable Quality Level (AQL). The 

standard AQL for each task is two (2). 

9.4.16.  Minor Finding. Any deficiency that is procedurally incorrect but only has minor 

mission impact. 

9.4.17.  Major Finding. Any deficiency that results or could result in widespread or 

significant mission impact or failure. May include any repeat minor finding deemed 

appropriate by the ATSEV Program Manager. When these conditions are observed, correct 

them immediately. Under no circumstance will a safety or equipment reliability error go 

uncorrected. The evaluator will consider the seriousness of the error when deciding whether 

or not the member(s) performing the process, and the evaluation itself, should continue. 

9.4.18.  Suspense all evaluations to the ATSEV/QA UPM and responsible supervisor for 

information/corrective action. Work centers will respond to all findings by stating the action 

taken to resolve the identified problem to include an ECD. Unit commanders will be briefed 

on open/closed items monthly. 

9.4.19.  MHE monitors must review all individuals’ training record for vehicle evaluations 

receiving a Fail rating to verify training documentation (i.e., have individuals been trained, 

have yearly MHE evaluations been conducted, etc.). Identify and document discrepancies to 

the UTM for follow-up action. 

9.4.20.  Results of all evaluations are recorded on QTP TECs and entered into the 

ATSEV/QA data base.  Units will file the completed sheets by respective year and maintain 

them for six months. File maintenance can be done via hard copy or electronically. If done 

electronically, ensure routine backups are accomplished. Failure to provide data due to 

computer downtimes and/or problems will not be an acceptable reason during inspections. 
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Chapter 10 

ADDITIONAL TRAINING 

10.1.  General.  This chapter outlines objectives, responsibilities, and required training for 

AFRC aerial port units and the Explosives Safety and Hazardous Material Handling, Load 

Planning and Joint Inspector programs. 

10.2.  Explosives Safety. 

10.2.1.  Federal law requires the establishment of controls to protect both public and military 

personnel from dangers associated with HAZMAT. This chapter establishes requirements to 

protect aerial port personnel handling hazardous materials in the course of their duties. 

10.2.2.  It is vitally important for all personnel to understand basic concepts for minimizing 

risks. This is accomplished by exposing minimum resources to minimum quantities of 

hazardous materials for the shortest possible time, and even then, exposure must be deemed 

essential to mission accomplishment. 

10.2.3.  Commanders ensure personnel are trained and fully qualified before working with or 

around hazardous materials. Personnel must receive a briefing on local procedures from the 

host at a deployed location before handling explosives and hazardous materials. 

10.3.  Explosives Handling. 

10.3.1.  Commanders will: 

10.3.1.1.  Designate a primary and alternate additional duty weapons safety 

representative in writing, according to AFI 91-202_AFRC Sup1. The explosives safety 

officer/NCO must review applicable safety regulations, AFOSH publications and local 

written procedures. 

10.3.1.2.  Establish a viable training program according to AFI 91-202_ AFRC Sup 1. 

10.3.1.2.1.  All personnel, supervisory or non supervisory, who operate, handle, 

transport and/or load explosives must receive initial and recurring explosive safety 

training according to AFI 91-202 and must possess an AF 483.   NOTE:  Units 

assigned an Aerial Delivery function must follow the local policy regarding the 

handling and storage of limited quantities of explosives. This includes parachute 

riggers who handle M21 2-second delay cutter cartridges for G-11 B/C parachutes. 

10.3.1.2.2.  Unit commanders must ensure there is a cadre of trained personnel as 

required for each section to meet the most stringent requirements in all aspects of 

explosives safety handling. 

10.3.1.3.  Ensure concerned local agencies (for example, EOD, fire department, base 

safety, etc.) are notified of any explosive or HAZMAT mishaps. 

10.3.2.  Supervisors will: 

10.3.2.1.  Ensure personnel receive an explosive safety briefing and are properly trained 

in handling procedures prior to starting operations involving explosives or hazardous 

materials. 
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10.3.2.2.  Ensure personnel use and wear approved clothing and equipment when 

required. 

10.3.2.3.  Explosives safety training will be accomplished IAW AFI 91-202. Ensure the 

training plan reflects locally written publications in conjunction with the QTP and is 

approved by host base safety office. Ensure certification and re-certification is 

documented in ARCNet annually. 

10.3.2.4.  Ensure personnel are familiar with Local Operating Publications (LOI) and 

fully understand the conditions that exist at the location where duty is performed. 

Supervisors must ask about LOIs and conditions at deployed locations if information is 

not already provided by local aerial port personnel. 

10.3.2.5.  Conduct a briefing on specific hazards before personnel handle or transport 

explosives. 

10.3.2.6.  Ensure explosive handlers possess an AF Form 483. 

10.3.3.  Explosives Handlers will: 

10.3.3.1.  Immediately report unsafe equipment, material, or conditions to their 

supervisor. 

10.3.3.2.  Use approved clothing and equipment when required. 

10.3.3.3.  Use extreme care and safety in the performance of duties. 

10.3.3.4.  Possess an AF Form 483. 

10.4.  HAZMAT Handling. 

10.4.1.  Unit Commanders will: 

10.4.1.1.  Annually review unit’s DOC statement to determine the number of HAZMAT 

qualified personnel required to fill UTC taskings. 

10.4.1.2.  Forward (through appropriate NAF/POC) a HAZMAT Authorization Letter 

required semi-annually (January and July) validating unit inspectors/preparers (See 

Attachment 5). 

10.4.1.3.  Ensure unit hazardous materials training program meets mission requirements 

and provides necessary OJT to keep qualified HAZMAT trained personnel proficient and 

current with changes in regulatory guidance. 

10.4.1.4.  Ensure personnel selected for initial inspector/preparer training satisfactorily 

complete required training as specified in AFMAN 24-204_IP, Preparing Hazardous 

Materials for Military Air Shipments, Attachment 25. 

10.4.1.5.  Ensure re-certification (refresher) training for personnel previously completing 

inspector/ preparer training is accomplished as specified in AFMAN 24-204_IP, 

Attachment 25. 

10.4.1.6.  Establish local procedures to ensure qualified inspector/preparer personnel 

complete re-certification (refresher) training in advance of certification expiration. 

Commanders are encouraged to replace personnel who fail re-certification training and 

not recycle them back through initial training. Although AMCI 24-101, Volume 11, 
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Cargo and Mail Policy, authorizes commanders to extend inspector certification for 60 

days, this does not apply to AFRC Aerial Port Squadrons. An extension waiver may be 

granted from HQ AFRC/A4RF. Submit request with justification through appropriate 

NAF/POC (See Attachment 6). 

10.4.1.7.  Select only highly qualified unit personnel as HAZMAT instructors. Selected 

individuals must demonstrate instructional capabilities and have technical knowledge in 

all areas of hazardous material and be inspector or preparer qualified. 

10.4.2.  Supervisors will: 

10.4.2.1.  Ensure personnel handle HAZMAT in a safe manner and observe rules and 

guidance designed to maximize safety and minimize mishaps. 

10.4.2.2.  Ensure personnel use approved clothing and equipment when required. 

10.4.2.3.  Upon successful completion of required training, add personnel to 

commander’s HAZMAT Authorization Letter and ensure documentation is updated in 

TBA. 

10.4.2.4.  Establish a suspense file to flag qualified inspector/preparer personnel due for 

re-certification training NLT 180 days prior to avoid loss of inspector/preparer 

qualification. If an extension waiver is required, one may be requested from HQ 

AFRC/A4RF. Submit request with justification through APS/CC to appropriate 

NAF/POC. Follow guidance as outlined in AFMAN 24-204_IP Attachment 25, and 

AMCI 24-101, Vol 11. 

10.5.  Load Planning.  In addition to the requirements in AMCI 24-101, Vol 22, Atch 5, Air 

transportation personnel must attend the Load Planning Class at the TPC to be load planning 

qualified. Load Planners certified prior to the publication of this instruction will not be required 

to re-accomplish training. 

10.5.1.  Commanders will ensure Load Planners’ Letter of Authorization are forwarded to 

HQ AFRC/A4RF, every six months.   NOTE:  Formal training courses do not qualify the 

trainee to perform load planning functions. Additional OJT must take place prior to the 

commander designating the individual as a load planner. This training will be of duration 

until the trainee has gained confidence, is well experienced in all required load planning 

procedures of each specific airframe, and deemed as qualified by their supervisor. 

10.6.  Joint Inspection.  AMCI 24-101, Vol 22, Attachment 3, provides guidance for the unit’s 

Joint Inspection Program.  Selected air transportation personnel must meet the requirements in 

AMCI 24-101, Vol 22, Attch 3 to be Joint Inspector qualified.  Additional requirements for the JI 

Program Manager and Instructors can also be found in the same attachment. 

10.6.1.  Commanders’ will ensure Joint Inspectors Letter of Authorization are forwarded to 

HQ AFRC/A4RF, every six months. 

10.6.2.  Joint Inspectors will maintain proficiency by usint traiing loads/chalks that include at 

least one vehicle or rolling stock with hazards and a pallet. Whenever possible, actual loads 

will be used for training.  JI personnel will complete at least one inspection per year.   

NOTE:  Formal training courses do not qualify the trainee to perform Joint Inspections. 

Additional OJT must take place in the unit prior to the commander designating the individual 
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as a Joint Inspector. This training will be of duration until the trainee has gained confidence 

and experience in JI procedures and deemed as qualified by their supervisor. 
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Chapter 11 

MANAGEMENT OF AERIAL PORT TRAINING AID (APTA) 

11.1.  General.  This chapter establishes procedures for acquisition, funding, use, operation, 

inspection, maintenance and disposition of Aerial Port Training Aids (APTA). APTAs are 

aerospace vehicles permanently grounded and their primary purpose is to serve as a hands-on 

training device for AFRC aerial port units. This chapter applies to the TPC and AFRC aerial port 

units who request/possess APTAs. 

11.2.  Acquisition Requirements: 

11.2.1.  In order to obtain Command approval to acquisition an APTA trainer, the requesting 

unit must prepare, staff, and coordinate a completed Staff Summary Sheet (SSS) and 

supporting documentation for obtaining permission to allow long term parking for the APTA 

from the Base or Installation Commander at a specific location. 

11.2.2.  Requesting unit initiates a memorandum of understanding (MOU) or memorandum 

of agreement (MOA) with an aircraft maintenance unit within AFRC area of responsibility 

capable of supporting the maintenance requirements for the particular type of APTA aircraft. 

These agreements should include but are not limited to: 

11.2.2.1.  RPA man-day funding requirements for personnel. 

11.2.2.2.  O&M funding requirements, that is, replacement parts, supplies, travel, and 

per-diem, etc. 

11.2.2.3.  Funding for required APTA inspections. 

11.2.3.  Once an MOU/MOA is established and approved locally, forward, along with the 

locally approved staff summary sheet, to the appropriate NAF POC for approval, 

concurrence and coordination. 

11.2.4.  If approved at the NAF level, the request is vetted through HQ 

AFRC/A4M/A4R/A4O for Concurrence, A4OS for Info, and A4 for Approval.  Once 

approved by A4, A4OS will submit a request to Air Staff for approval/disapproval. 

11.2.5.  Once approved, all APTA requests are placed on projects approved by HQ 

USAF/A8PB and returned to HQ AFRC/A4OS for sourcing. 

11.3.  Responsibilities. 

11.3.1.  The commander or appropriate authority for the organization/unit possessing the 

APTA appoints an APTA Custodian, in writing, to serve as primary point of contact for 

APTA issues and activities. 

11.3.2.  Unit APTA Custodian will: 

11.3.2.1.  Ensure required publications, technical orders (T.O.), forms, and checklists are 

available and used in managing APTA activities to include maintenance inspections and 

repairs. 

11.3.2.2.  Establish and maintain a log reflecting date and time of use, type of inspections 

performed, and name of APTA Supervisor and operator(s). 
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11.3.2.3.  Ensure APTAs are maintained in safe mechanical condition at all times to 

ensure safety of training and operation. 

11.3.2.4.  Ensure all inspections and maintenance is performed in a timely manner and 

according to applicable publications and T.O.s. 

11.3.2.5.  Ensure owning organization/unit develops local instructions defining the scope 

of unit training requiring the use of the APTA. The instruction must also identify 

functional responsibility for funding, operations, maintenance, records management, and 

specific unit guidance. 

11.4.  Training Requirements: 

11.4.1.  Senior management of the owning organization designates, in writing, the APTA 

custodian, APTA Supervisor and operator(s) and forwards a copy of the appointment letter to 

their respective NAF/POC. 

11.4.2.  The TPC conducts initial training for all unit custodians and operator(s) on 

procedures, T.O.s, and equipment specifics of the APTAs. Arrange directly with the TPC at 

Dobbins ARB, GA. 

11.4.3.  Unit Custodians will: 

11.4.3.1.  Attend biennial training at the TPC. 

11.4.3.2.  Provide biennial refresher training and certification for operators at the unit 

level. 

11.4.3.3.  Ensure training is documented in the individual’s training records in TBA. 

11.4.3.4.  Establish and maintain a log reflecting date and time of use, type of training, 

unit being trained, and the name of the APTA Custodian/Supervisor conducting the 

training. 

11.4.3.5.  All qualified APTA Custodian/Supervisors must be trained by qualified 

maintenance personnel possessing the required AFSC on active systems and subsystems 

and the necessary actions to maintain the aerospace vehicle in a safe and presentable 

condition. 

11.5.  Maintenance. 

11.5.1.  General.  Permanently grounded aerospace vehicles are those considered excess to 

future operation or flying requirements by Headquarters Air Force (HQ USAF). Aircraft in 

this category are re-designated by adding the prefix "G" to the basic mission design series 

(MDS) and are identified with assignment code "TX". The system program manager (SPM) 

initiates the save list of items to be removed. HQ AFRC/A4QR, in coordination with the unit, 

reviews and approves the listing ensuring items to be removed are not required for the 

training program and will not disfigure the external appearance of the aircraft. After items on 

the save list have been removed, removal of additional items must be approved by HQ 

AFRC/A4QR. Turn in all excess items not required in the training program to base supply. 

11.5.2.  An APTA Supervisor is assigned in writing by the owning organization or by the use 

of a MOU or MOA with an organization which possesses the required maintenance AFSCs. 

This individual must possess the technical expertise, management skills, and leadership 
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ability to assure quality maintenance standards of equipment condition, reliability, and safety 

are attained. The APTA Supervisor is responsible for coordinating maintenance actions; 

ensuring documentation is accurate and complete; and for being qualified to operate APTA 

systems and appropriate support equipment to conduct APTA maintenance. 

11.5.3.  APTA Maintenance.  APTA maintenance includes on and off equipment 

maintenance of active systems and subsystems and necessary actions to maintain the 

aerospace vehicle in a safe and presentable condition. Owning organization: 

11.5.3.1.  Determines systems and subsystems required to be operational and maintained 

in the same configuration as operational equipment. 

11.5.3.2.  Ensures standard maintenance practices regarding inspection, appearance, 

cleanliness, ground safety and prevention of corrosion are met. Corrosion control 

procedures are outlined in T.O. 1-1-691, Cleaning and Corrosion Prevention and Control, 

Aerospace and Non-Aerospace Equipment. 

11.5.3.3.  Develops, prepares, and updates APTA Supervisor inspection checklists used 

for inspecting the condition and safety of APTAs. These checklists are developed from 

the actual weapons system home station check (HSC) work deck and approved by an 

aircraft maintenance organization with the appropriate AFSCs assigned. Ensure 

inspections are performed using approved pre/post checklists. Ensure periodic 

maintenance inspections are conducted by qualified aircraft maintenance personnel at 

least semi-annually using the tailored HSC work deck. These checklists must be validated 

as needed by the aircraft maintenance organization performing the semi-annual 

inspection and maintenance. 

11.5.3.4.  Ensures accurate maintenance documentation. APTA mandatory AFTO Form 

781 series forms are listed in T.O. 00-20-1, Aerospace Equipment Maintenance 

Inspection, Documentation, Policies, and Procedures. The aircraft maintenance 

organization and the owning organization determine what AFTO Form 781 series forms 

are appropriate for effective management of the APTA. Document maintenance actions 

per T.O. 00-20 series requirements. Use of unit operational Management Information 

System (CAMS, GO81) for APTA records management is recommended. Owning 

organizations not having logistics capability establish Host Tenant Support Agreements 

(HTSA) or MOAs assigning records management responsibility. 

11.5.3.5.  Ensures timely completion of Time Compliant Technical Order (TCTOs) on 

systems designated for configuration management and proper configuration status 

accounting is maintained. Accomplish TCTOs on systems not designated for 

configuration management as required to ensure safety of operation. 

11.5.3.6.  Ensures proper coordination and documentation of parts removed from 

permanently grounded aircraft are accomplished as follows: 

11.5.3.6.1.  When an item is removed or replaced, the crew chief ensures this action is 

documented in the AFTO Forms 781 series. Include the authority for removal 

(message number, telecom, letters, and dates, etc.) and condition of 

installed/replacement items. 
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11.5.3.6.2.  When limited save list actions have been completed, the owning 

organization must keep a copy of the list for historical records. 

11.5.3.6.3.  Identify all unserviceable components furnished by Air Logistics Center 

(ALC) in a conspicuous manner (red X or red dot system). 

11.5.3.6.4.  APTAs must be physically supported and secured to prevent the 

possibility of tipping due to loading/unloading operations (that is, milk stools, tail 

stands, ballast, blocks, or other physical restraints). 

11.5.3.6.5.  Ensure operating and maintenance technical data are readily accessible 

whenever the APTA is in use or undergoing inspection. Use of an APTA G-file is 

required. G-files may be tailored depending on system capability for the training. 

11.6.  Operations. 

11.6.1.  Use of an operator’s checklist during all phases of APTA operations is required. 

Checklists must be reviewed and approved as needed by a qualified loadmaster. Use the 

appropriate -9 series to assist with development of the checklist. Each checklist must reflect 

all usable systems that apply to the APTA assigned. The checklist must also contain all 

phases of operations: pre-operation, during operations, and post operation inspections. 

11.6.2.  The operator must certify compliance with pre-, during-, and after-operations 

inspections using a log as referenced in paragraph 11.3.2.2. The APTA will not be used 

until all required APTA Supervisor inspections are completed and documented. 

11.7.  Disposition. 

11.7.1.  Prepare and coordinate staff summary sheet locally and forward to the respective 

NAF/POC. As a minimum, the SSS will contain the following information: 

11.7.1.1.  APTA’s MDS and serial number. 

11.7.1.2.  Condition of the APTA (e.g. no wings, engines removed, electrical power, 

etc.). 

11.7.1.3.  Location of the APTA. 

11.7.1.4.  Name and organization of the APTA Custodian  and APTA Supervisor. 

11.7.1.5.  Reason for disposal. 

11.7.1.6.  Earliest ready for disposal date. 

11.7.2.  The NAF forwards SSS electronically to HQ AFRC/A4OS. 

11.7.3.  The owning organization is responsible for funding and disposal of APTAs. 
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Chapter 12 

SELF-INSPECTION PROGRAM (SIP) 

12.1.  General.  SIP is a vital internal tool commanders use to assess unit health and 

complements external assessments. There is no requirement to up-channel discrepancies 

discovered in the annual self-inspection (SI). When the ability to resolve a discrepancy is beyond 

the capability of the unit commander, the commander will address the issue to the next level of 

command. 

12.2.  Responsibilities: 

12.2.1.  HQ AFRC/A4OP will develop and maintain the Air Transportation functional area 

checklists in the Management Internal Control Toolset (MICT). 

12.2.2.  Unit commander will: 

12.2.2.1.  Establish an SIP as directed by AFI 90-201, Inspector General (IG) Activities 

and this publication. 

12.2.2.2.  Appoint, in writing, a Senior NCO as the primary SIP Manager. NOTE: The 

SIP Manager MUST have extensive aerial port knowledge and strong administrative 

skills. 

12.2.2.3.  Ensure an annual evaluation schedule is implemented. 

12.2.2.4.  Enforce compliance with DoD, USAF, AMC, and ARC publications governing 

transportation policies and procedures. 

12.2.3.  SIP Manager will: 

12.2.3.1.  Administer the SIP according to AFI 90-201. 

12.2.3.2.  Evaluate effectiveness and accountability of each functional area manager and 

their program. 

12.2.3.3.  Conduct no-notice functional area spot checks and annual evaluations using 

approved SI functional area checklists and report findings to unit commander. 

12.2.3.4.  Establish a system (electronic folder(s) or non-electronic binder(s)) for 

informing and tracking unit functional areas.  The following are minimum requirements 

that must be included: 

12.2.3.4.1.  Commander’s policy letter. 

12.2.3.4.2.  Commander’s Letter of Appointment. 

12.2.3.4.3.  Annual evaluation schedule. 

12.2.3.4.4.  Findings with get-well dates and dates of closure. 

12.2.3.4.5.  Cross tells, with replies and open and closed suspenses, containing 

information that may help improve combat readiness and/or mission effectiveness. 

Suggest incorporating applicable AFRC CI and AMC IG inspection reports as 

references. Also contains open and closed suspenses to AMC crosstells, AMC Special 
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Interest Items (SII's) and AFRC ATII's with detailed responses. See the AMC/IG web 

site and the AFRC/IG web site. 

12.2.3.5.  Retain all information for three years.  NOTE: Digital signatures are 

authorized. 

 

JAMES F. JACKSON., Lt Gen, USAFR 

Commander, HQ AFRC 
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Attachment 2 

DEPLOYMENT CHECKLIST 

A2.1.  This checklist is a guide to assist with required actions prior to a deployment. 

Figure A2.1.  Deployment Checklist. 

 ACTION ITEM TIME FRAME OPR 

DATE 

COMPLE

TED 

1 Select deployment TC NLT 120 days prior CC  

2 
Select/approve deployment team 

members 
NLT 120 days prior CC/UDM  

2 
Ensure GTC for all members or 

AF Form 616 has been approved 
NLT 120 days prior Sr ART  

3 Prepare ATTP NLT 120 days prior TC  

3 
Arrange trip port call with 

supporting TMO 
NLT 90 days prior TC  

4 
Arrange commercial air 

transportation 
90 days if required 

UDM/ART will 

assist 
 

5 
Notify HQ AFRC/A4RT of any 

changes in airlift requirements 
As required NAF/POC  

6 Submit area clearance if required 60 days prior 
UDM/ART will 

assist 
 

7 
Confirm overseas deployment air 

reservations 
NLT 60 days prior TC  

8 

Conduct initial team briefing to 

ensure team members are 

informed of deployment 

procedures 

NLT 60 days prior TC  
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9 
Determine any special clothing 

requirements from host base 
60 days prior TC  

10 

Ensure specific training 

objectives are established for all 

team members 

60 days prior Supervisors/TC  

11 
Submit a copy of the TR14 to 

NAF/POC for review 
60 days prior 

TC/Senior ART 

review 
 

12 
Request active duty training 

orders. 
60 days prior UDM  

13 Complete RCPHA Questionnaire 60 days prior Individual/UDM  

14 
Obtain proof of Security 

Clearance (JPAS) 
60 days prior Security/UDM  

15 
Provide host unit RC with TR14 

and travel information 
NLT 45 days prior TC  

16 
Coordinate GATES/computer 

access (IAAT Letter) with RC 
45 days prior Supervisors/TC  

17 
Brief Commander on deployment 

status 
45 days prior UDM  

18 

Submit commercial 

transportation funding request (if 

organic airlift is not available) 

NLT 45 days prior 
TC/Senior ART 

will assist 
 

19 Distribute orders to individuals 
30 days or UTA 

prior 
TC  
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20 
Notify base supply if mobility 

items are required 

30 days or UTA 

prior 
TC  

21 
Ensure all team members have 

necessary training records 

30 days or UTA 

prior 
TC  

22 

Ensure all team members have 

proper safety equipment and 

appropriate clothing 

30 days or UTA 

prior 
TC  

23 Confirm lodging 30 days TC  

 
Coordinate in-flight meals for 

organic airlift. 
30 days TC  

24 

Schedule Threat 

Awareness/Force Protection 

Briefing 

30 days or UTA 

prior 
TC  

25 
Brief Commander on deployment 

status 
15 days UDM  

26 

Obtain commercial airline 

itineraries from TMO and 

distribute to team members 

15 days prior or as 

dictated by discount 

terms 

TC  

27 

Advise the host unit RC of any 

updated travel info to include 

separate team member arrival 

10 days prior 
TC/Senior ART 

will assist 
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28 

Final deployment team briefing 

to include Force Protection 

Briefing 

Immediately prior TC/SF/OSI  

29 

Accomplish on-site orientation 

briefing to include work and 

safety hazards 

Day of arrival TC/RC  

30 

Ensure work schedules and meal 

runs are supported by base 

transportation 

Day of arrival TC  

31 Reconfirm return airlift 

Approximately 

seven days before 

end-of-tour 

TC  

32 
Conduct mid-tour evaluation on 

all aspects of tour 
Mid-tour TC  

33 
Return mobility items to base 

supply 

NLT 5 days after 

return 
TC  

34 File Travel Voucher 
NLT 5 days after 

return 
TC/Individuals  

35 
Complete Team Deployment 

Report (End-of-Tour report) 

Within 30 days 

following 

deployment 

TC  

NOTE:  Failure to comply with timelines may result in the deployment being cancelled.  If the 

deployment is cancelled the unit will be required to perform the tour at home station. 
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Attachment 3 

SAMPLE ANNUAL TOUR TRAINING PLAN 

MEMORANDUM FOR AMC Supporting Unit     DATE 

 Unit Address 

 ATTENTION: Reserve Coordinator 

FROM: XX Aerial Port Squadron   

 Address 

 

SUBJECT: Annual Tour Training Plan – Deployment Dates 

  

1.  Team Chief name and contact information  

DSN:   Commercial:    Military email: 

FAX:   Commercial:    Civilian email: 

 

2.  Number of personnel: XX (Females XX/Males  XX) 

     AFSCs  21R3 = X  2T200 = X  2T271 = X 

       2T251 = X  2T231 = X 

 

3.  Transportation to/from deployed location information: 

4.  Section request listing  

5.  Request assistance in setting up billeting/messing/local transportation arrangements.  

6.  Sample Hazardous Trained listing  

7.  AF Form 1199 (Line Badge) number/Driver qualifications  

8.  Vehicle training request 

9.  Unique training request i.e. ERO 

10.  Information needed by the supported unit concerning orders and IAAT certificates. 

11.  Unit POC: Usually the Senior ART 

 

 

 

 

        //Signed//  

Signature Block 

Commander, XXAPS 

Attachments:  4 

  1-Section Assignment request 

  2-Billeting request 

  3-HAZMAT Certified 

  4-AFRC TR14 

Cc: 

HQ AFRC/A4RT 

NAF/POC 
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Figure A3.1.  Sample Assignment Request. 

Rank/Name Section 

Request 

Assigned 

UTC 

UTC 

Qual? 

Training required Shift 

Request 
UTC Upgrade Duty 

Position 

Proficiency 

Capt Waldo 

Ware 

ATOC 

DO 

9LRCG Yes    X Days 

SMSgt 

Robert Bob 

ATOC UFBAT Yes    X Days 

MSgt 

Jimmy 

Jones 

Cargo UFBCP No X  X  Swings 

SSgt Ronald 

Smith 

Ramp UFBJA No X X X  Graves 

Figure A3.2.  Sample Billeting Request. 

Rank Name Gender Type Room Date Required 

Capt Waldo Ware M Single 02-16-Dec 11 

SMSgt  Robert Bob M Single 02-16-Dec 11 

MSgt Jimmy Jones M Single 02-16-Dec 11 

SSgt Ronald Smith Yes Single 02-16-Dec 11 
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Attachment 4 

SAMPLE TR14 

Unit:  XX Aerial Port Squadron Tour Loc:     Dobbins ARB, GA 

Address:  760 Military Hwy. Bldg 710 

Minneapolis, MN 55450 Tour Dates:  11-13 Feb, 2011 

         

        
  

PAFS

C   

Line 

Badge # 
  

RAN

K 

NAM

E 
  SSN 

G 

CACS

C MHE QUAL Areas 

TRAINING 

REQUIRED 

LtCol Smith 
Micha

el 
1111 

M 
0 

GP 1179 
17.2.2, 17.2.1 

Maj 
Johns

on 

Heath

er 
2222 

F 
0 

GP N/A 
17.5, 17.6 

Capt Cruz Joy 3333 F 0 GP N/A 17.3.3 

CMS

gt  
Jones Dale 4444 

M 
0 

10K, AT, 

60K, NGSL 1122 
17.6.2 

SSgt Austin John 5555 
M 

7 
10K, AT, 

60K, NGSL 2233 

10.1,10.2,10.3,10.4

,10.6,10.7 
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Attachment 5 

HAZARDOUS MATERIAL PREPARER/INSPECTOR LETTER 

MEMORANDUM FOR HQ AF/POC     DATE 

 HQ AFRC/A4RT 

 In Turn 

 

FROM: XX APS/CC   

 Address 

 

SUBJECT: Hazardous Materials Certifying Officials 

  

1.  According to AFMAN 24-104(I), Paragraph 1.2.7 and Attachment 25, the following 

individuals are authorized ―Preparers‖ (certifying officials) of the Shippers’ Declaration for 

Dangerous Goods Certification. 

 

RANK NAME   COURSE  DATE CERTIFIED 

 

SSgt Smith, Joseph  L3AZR2T051-00AA  23 Mar 2011 

TSgt Jones, John  L3AZR2T051-00AA  23 Apr 2011 

 

2.  According to AFMAN 24-104(I), Paragraph 1.2.7 and Attachment 25, the following 

individuals are appointed as ―Inspectors‖ for Hazardous Material and certification documents. 

 

RANK NAME  COURSE  DATE CERTIFIED 

 

SSgt Smith, Joseph L3AZR2T051-00AA  23 Mar 2011 

TSgt Jones, John L3AZR2T051-00AA  23 Apr 2011 

 

3.  The letter supersedes any previous letter, same subject. 

 

 

 

 

        //Signed//  

Signature Block 

Commander, XXAPS 
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Attachment 6 

SAMPLE HAZMAT WAIVER REQUEST 

MEMORANDUM FOR HQ AF/POC     DATE 

 HQ AFRC/A4RT 

 In Turn 

 

FROM: XX APS/CC   

 Address 

 

SUBJECT: Extension for Hazardous Material Inspector/Preparer 

  

1.  Request approval for extension of certification for the following individual: 

 

a. MSgt Snuffy, Could B. 

b. Expires: DATE 

 

2.  Justification: Member was deployed on short notice to replace injured individual and is 

unable to test prior to expiration.  The member will return from deployment on/about DATE. 

 

3.  POC is TSgt Kinda X. Xrow, DSN: 456-7890 

 

 

 

 

        //Signed//  

Signature Block 

Commander, XXAPS 

 


